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Private Client Legal Secretary
Job description

Reports to: Fee earner

The Role

To provide efficient, professional secretarial and administrative support to Fee Earners in the Wills & Probate department, ensuring high-quality client care and smooth progression of matters.

1. Legal Knowledge & Expertise

· Audio and copy typing
· Drafting of simple Wills and LPAs under Fee Earner direction.
· Assist with drafting and preparing probate applications, OPG documents and other legal paperwork.
· Produce accurate documents, forms and letters on behalf of Fee Earners and the Head of Department.
· Manage diary appointments and ensure documents are ready for client meetings.
· Support file opening/closing, archiving and compliance processes including AML checks.
· Filing, photocopying, and scanning documents on FE files and adding to case management system.
· Manage outgoing post and file administration.

2. Legal Research & Analysis

· Support Fee Earners by locating and organising legal documents and relevant materials when needed.
· Maintain well-organised digital and physical filing systems to ensure smooth access to information.

3. Client Service

· Communicate with clients, executors and third parties in a professional and empathetic manner.
· Take initial enquiries, handle inbound/outbound calls and update enquiry matters.
· Provide a warm, supportive service that aligns with the firm’s “Modern Law with the Human Touch” ethos.

4. Communication Skills

· Produce accurate audio and copy typing for letters, forms and legal documents.
· Draft clear, professional correspondence on behalf of Fee Earners.
· Liaise confidently with internal and external parties.

5. Problem Solving & Critical Thinking

· Identify administrative errors or inconsistencies and take proactive steps to resolve them.
· Escalate any concerns that might impact client matters or deadlines.

6. Ethics & Professionalism

· Maintain confidentiality and handle sensitive client information with discretion.
· Uphold firm policies, GDPR obligations, AML compliance and professional service standards.

7. Leadership & Management

(Legal Support Staff level)
· Manage own workload effectively and support Fee Earners by prioritising tasks accurately.
· Assist the wider team in maintaining workflow efficiency and organisation.

8. Commercial & Business Acumen

· Support efficient departmental functioning through accurate document production, scheduling and record-keeping.
· Assist with billing processes and ensure timely administrative support to Fee Earners.

Skills & Qualifications

· Previous experience in a legal secretarial role.
· Fast and accurate typing skills.
· Excellent communication and people skills.
· Strong organisational and multitasking abilities.
· Proficiency in Microsoft Office and legal software.
· High level of professionalism and discretion.
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